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courier instructions

Policy 

A trained responsible staff member from the transplant centre or an accredited commercial courier is the preferred courier for transporting therapeutic products. The transportation of haemopoietic progenitor cells is in accordance with the (Insert applicable donor registry name and transport standard).
Scope

This document applies to transport of non-cryopreserved cell therapy products. The (Insert applicable donor registry name) recommends the use of experienced commercial courier companies for the transport of cryopreserved products. This document is to be used in conjunction with (Insert applicable donor registry name and transport standard).
courier handbook

A Courier Handbook containing the following is provided to the courier:

· Donor registry Notification of Shipment of Human Bone Marrow/Blood Cells. This document identifies the courier and contains flight information and transport instructions.
· TGA Approval to Export (Australian collection for overseas).

· Donor registry Forms:

· Prescription for HPC Collection (or equivalent form)
· Donor Infectious Disease Markers and History of Antigen Exposure (or equivalent form)
· Courier Information

· Courier instructions provided by the collection centre.

· Either a copy of a statement from delta T GMBH on the safety of Blood in Motion elements (for Blood in Motion transport container) or Credo Series 4-496 User Guide (for Credo transport container).
· Copy of this document.

· Copy Transport DOC46. 

· Copy of (Insert applicable donor registry name and transport standard).
· Itinerary, airline ticket or electronic ticketing, travel insurance, accommodation booking or vouchers.

· Donor registry HPC Couriers Reimbursement (overseas collections)
· Contact List provided by (Insert manufacturer name).
· Documents for the Donor Centre: 

· Letter for the collection centre in English (and German or French, if required) with instructions for conditioning the transport container (Blood in Motion or Credo Cube) elements/panels. 
· Labels identifying the transport container elements/panels as property of (Insert institute or manufacturer name).
· Documents for the Transplant Centre: 
· Donor registry Collection, Verification and Transport of HPC
For transport of a collection from (Insert institute name) to another transplant centre (within Australia or overseas), a copy of the Circular of Information for the use of cellular therapy products will be supplied for the Courier to give to the transplant centre with the product. 
Responsibilities

· The transplant centre is responsible for the selection and training of couriers to comply with the (Insert applicable donor registry name and transport standard).
· Couriers are responsible for transporting the therapeutic product in a safe and secure manner, under suitable conditions, in the shortest possible time, with the required documentation. 

If flight changes are required, the courier should contact the travel agent, as listed on the Contact List, to make the arrangements. In the event that the agent cannot be contacted, the courier should try to make the flight changes. If the changes cannot be made, the donor registry should be contacted (see Contact List). Communicate changes to the contact person on the donor registry Courier Information form. 

· Couriers are responsible for familiarising themselves with the instructions in (Insert applicable donor registry name and transport standard). and Transport DOC46. The courier should sign the Review Record for DOC46.

· The donor registry is responsible for the accreditation of commercial courier companies. 

· The Production Manager (or deputy) is responsible for providing the courier with: 

1. All relevant documentation (in the Courier Handbook) 

2. Blood in Motion or Credo Cube transport container, with elements/panels.

3. IATA approved specimen transport containers (for blood sample tubes)

4. Datalogger and back-up digital thermometer

5. Warning labels and tags for the outer container

6. Padlock 

7. Trolley and luggage strap (if required)
8. Zip-lock plastic bags 

9. Sterile gloves for inspection of product

10. Mobile phone and charger (with appropriate plug adaptor)

11. Elastic bands, foam separator, absorbent towels, protective bags (Blood in Motion) 
12. Adhesive tape 

13. Torch

14. Facility swipe access card (non-(Insert manufacturer name) staff)

· The Production Manager (or deputy) is responsible for briefing volunteer courier prior to each courier trip. A record of the briefing is documented on the applicable donor registry Courier Briefing Checklist for every HPC transportation trip. A copy of the briefing checklist is sent to the donor registry. 
courier Training
Couriers are trained to comply with the (Insert applicable donor registry name and transport standard).and in the relevant instructions in Transport DOC46. A record of the training is documented on the Donor Registry Courier Training Checklist. Training is provided annually i.e. initial training or refresher training must be no more than 12 months prior to any courier trip. Participation in courier trips does not affect the need for refresher training.
courier brieifing

Volunteer couriers are briefed in the requirements of the (Insert applicable donor registry name and transport standard) before every HPC transportation. A record of the briefing is documented on the donor registry courier briefing checklist. A copy of the checklist is sent to the donor registry for filing in the patient record.

delivering products to (Insert manufacturer name)
Upon return products are to be directly delivered to staff at (Insert manufacturer name) or the designated person at the nominated transplant centre. If arriving at (Insert manufacturer name) outside of normal working hours:

· Use (Insert after-hours secure access method) to enter the (Insert manufacturer facility name). 

· Remove the product, with data logger still attached, from the transport container and place in the Haemopoietic Storage container in the Support Laboratory fridge. 

· If possible, record arrival time and product temperature on the Donor Registry Collection, Verification and Transport of HPC form. 

· Leave the Courier Handbook (with documentation) on the reception counter in the Support Laboratory along with the (Insert manufacturer name) swipe access card and mobile phone. 

documents

1. Donor Registry  Guidelines and Forms. Copies of current versions are stored in the office of the Scientist in Charge or are available from (Insert applicable location). 
The (Insert manufacturer name) Quality Coordinator has log on access to the website and is responsible for keeping the document hard copies current.
2. Transport DOC46.
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